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As you are aware, the Duty Free organization, which includes all Duty Free accounts 
and personnel, will transition to Tobacco International on January 1, 1997. Included in 
this correspondence is all necessary information needed for a successful transition. 


Program Contacts: Your Area Manager of Operations 
Ralph Gaillard - Vice President, Military, extension #2614 
Julie Sanders - Sales/Marketing Personnel, extension #1367 


R. J. Reynolds Tobacco Company - 





ZOBE PPRTS 


| Personnel 
| (LRS) 


| Account Segments 


Duty Free Vehicles 


Home office contact: 
Areas 1000 . 

2000 
Lu Ann Boles ext. 6034 


Area; 5000 
Robin Blakley ext. 6047 


Area 6000 
Jan Farias Ext. 3044 
FSOF Funds 


Home Office Contact: 
Dennis Jacobs (ext. 1760) 





Tobacco International on January 4, 1997. 


IMPORTANT; Because the RJR Tobacco domestic labor 
reporting period ends on December 29, please ensure that NO 
duty free part time personnel work on December 30-31. Duty | 
free part time personnel will be paid for the January 4 holiday 

by Tobacco Intemational, 

All duty free retail accounts will be deleted from the Sales 
Information System as of January 1, 1997. 


Duty Free managers will keep their currently assigned vehicles. An 
internal transfer will be made assigning those vehicles to Tobacco 
International as of January 1, 1997, 


MGTJROU 

Verify that the FSOF balance per the employee agrees with the 
amount recorded in the Sales Expense System. Any difference 
should be resolved Immediately, 


ROU 
Duty Free Managers: 

Complete Form 6217 (FSOF Reduction Request and Receipt) for 
each employee's FSOF reductions, Obtain a check from each 
employee for the amount of the reduction. Verify each employee's 
beginning balance In SES, Send completed form and check to 
ROU. 

Outstanding Expense Reports: 

Although the employee may have an outstanding expense report, a 
check for the entire FSOF should be obtained, and the expense 
report entered, as usual, in the field. If this is not an option and the 
expense report will need to be used for the FSOF reimbursement, 
the expense report (5) should be attached to Form 6217 and 
submitted to Sales Finance. Form 6217 should be completed 
showing only the amount of the check/cash received as the 
reduction, and the remainder as the FSOF current. When the 
expense report is processed, it will be used to offset any 
outstanding FSOF balance. 


P L 1996 NSE REPORTS MUST BE KEYED 


INTO S.E.8, MA LATER THAN 12/27/96. All duty free expense 
reports should be received In the ROU by 12/26/96. 
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Drafts 





Home Office Contact: 
Dennis Jacobs (ext. 1760) 


American Express Cards 


Home office contact: 





Emplo ith personal mileage deduction: 

This information should be communicated to Dot Draper in Sales 
Personnel (x 2339) Immediately so this deduction will bê taken, If f 
any of these expense reports are entered by the ROU, please make 
sure the personal miles are not entered. If the expense report is 
sent to Sales Finance for entry, please circle the personal mileage 

in red and note that this information was communicated to Dot 
Draper. 


Itis strongly suggested that any FSOF reductions be paid by 
cashiers check, rather than personal check. The cost of the 
cashiers check can be charged up by the Manager on their expense 
report. Any fund shortages that occur at this time should be 
reported immediately, by phone, to Sales Personnel (Dot Draper, 
ext, 2339) so the shortage can be deducted, l 


Submit atl Forms/Checks/Back-up to Dennis Jacobs, Sales 
Finance, Reynolds 9. | 
MGTJROU 


-| Duly free managers have been advised to return all opan draft 


books to thelr assigned ROU by December 13, 1996. ROU should 
check all draft books ($5000 and $500 books) assigned to the 
employee based on the listing of draft books assigned. 


Verify that all “used” drafts from returned books have been recorded 
in TPS. This can be done by comparing the physical draft book 
received with the drafts listed in TPS using the “Book Inquiry” 

screen, 


Vold remainder of drafts in current books that have been used but 
not completed. 
Draft books that have not been used, can be reassigned. 


Duty Free Managers: 

All Duty Free managers must return their American Express Cards 
to their P & A coordinator. American Express cards should be cut 
in half, placed in an envelope with the employee's name, account #, 
and division #, and returned to Dot ‘Draper, Sales Personnel - 
Reynolds 8 

Note: Each employee is personally responsible for the American 
Express bill as these expenses have been reimbursed via expense 
reports. 

New Tobacco International American Express cards will be issued. 


AT&T calling cards will ba transferred internally to Tobacco 
Intemational, 
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' Tobacco International, | 

















Contact: Doug Martin 3 | 
Ext. 1826 Consolidated Billing - All bills are automatically sent to RJR finance. | 
ROU will be responsibte for final summary to ensure charges are 


reasonable and that the lines have been transferred. 







ROU billing: Final bill should be forwarded to the ROU for payment. 
ROU will be responsible for viewing final bill to ensure charges are 
reasonable and lines have been transferred, 


Voice Mail Voice mall boxes will continue with no change. These will be 
transferred intemally to Tobacco International. 
Laptop Computers 


| 
Computer Equipment Lapt 












Field Sales Computer Dept. 
Dave Hawkes 

50-1 Computer Center 
6th and Church Street 
Winston Salem, NC 27102 



















uty Fre’ ers will | t sand 
printer/fax combinations until January 30, 1997. 


During January, the RJR depot will send you boxes to retum your 
laptop computers, printer/fax machines. They should be retumed 
immediately to the above address. 


Poget/Handheld Computers/Coupon Printers: 


ROU personnel should collect any unused or extra Poget 
computers, handhelds and coupon printers by January 1, 1997 and 
return them to: 

































Field Sales Computer Dept. 
Att: Ed Belo 

50-1 Computer Center 

6th and Church Street 
Winston Salem, NC 27102 


Mini Warehouses Duty Free warehouses will be transferred internally to Tobacco | 
International. | 

SMS Shipping Addresses All Part tima personnel shipping addrasses listed in SMS will be 
automatically deleted. 


SIS History Although all Duty Free accounts will be deleted from SIS; all history | 
regarding TPS payments, pay register atc, will reside in SIS 
Historical. 
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To: Young, Mark, Young, G A., Wiliams, David R., Williams, Duane, Wharton, Jim B., Weber, Fred, 

Warden, Kevin D., Van Horn-Dern, Cheryl, Uffindell, Colin, Turner, Dave, TUCKERW, Snow, Robert, 
Simkins, Barbara J., Schweitzer, Ronald, Schmidt, Peter, Sandman, Steve, Roth, William J., Rosas, Edward, 
Rissler, Robert, Riser, David B., Richardson, Kevin, Reynolds, Juacane, Renehan, Thomas M., Poole, Larry T., 
Pendy, Chris, Pearson, Barbara, Overfelt, Gary W., Orourke, Rory, Norris, Chuck H., Noah, Bill, Natale, Fray, 
Murphy, Robert, Miyares, E K., Mittica, Richard A., Mena, Mario R., Mejia, William, McMahon, Todd, l 
McClure, Michael, Macleod, Stephen, Macias, Eddie, Lopez, Joseph A., Loftin, Jerry R., Lee, Kewhi, 
Lanterna, Skip, Karambelas, Sam R., Kane, R F., James, Alan R., Jacques, Mike R., Hirsch, Mark, 
Hartman, Thomas, Harbaugh, Larry W., Hansen, Glenn J., Hanez, David J., Haisch, E Gene, Goudreault, Tom, - 
Goodman, Mark, Gillespie, Tim E., Garrison, Dean, Fitzin, Thomas J., Farmer, R C., Driskell, Stanley, 
Dotson, Roy P., Donnelly, Mark, Delury, Kevin, Davis, Natalie, Cundarl, Charles, Crouch, Jude, 
Cordell, Sharon S., Caban, Angelico, Buckshnis, Thomas J., Brown, Greg, Bishop, Joe, Bagby, Thomas, 
Arnold, Linda J. 
DDA:XNAME=WITTERR; S=Wittern; G=Rolf, O=xnet1; P=wsx400; A=rjr; Czus 
DDA:XNAME=WINGFIR; S=Wingfield; G=Randall; =D; O=xnet1; P=wsx400; A=rjr; C=us 
DDA:XNAME=ERSKINJ; S=Erskine; G=Jerry; O=xnet1; P=wsx400; A=rjr; C=us 
DDA:XNAME=DOUGLAG; S=Douglas; G=Gary; l=M; O=xnet1; P=wsx400; A=rjr; C=us 
DDA:XNAME=COXR2; S=Cox, G=Rex; [=J; O=xnet1; P=wsx400; A=rjr; C=us 
DDA:XNAME=BRENTOV; S=Brenton; G=Jeffrey; ISA; O=xnet1; P=wsx400; A=rjr; C=us 
DDA:XNAME=BRANDEM; S=Brander, G=Marty; I=E; O=xnet1; P=wsx400; A=rjr; C=us 
S=Wilmesher, G=Dave; I=L; O=msmail; P=rjrt; A=rjrx400; Csus 
$=Sanders; G=Rick; l=M.; O=msmail; P=rjrt; A=rjrx400; C=us 
S=Qualkinbush; G=Steve; l=R.; O=msmail; P=rjrt; A=rjrx400; C=us 
S=Odom; G=J. Tom; O=msmail; P=rjrt; A=rjrx400; C=us 
S=Fitegerald; G=Don; l=P.; O=msmall; P=rjrt; A=rjrx400;, C=us 
$=Ellegate; G=John; l=J.; O=msmail; P=rjrt; A=rjrx400; C=us 
$=Cundari; G=Pat; t=J.; O=msmail; P=rjrt; A=rjrx400; C=us 
S=Best; G=Jim; I=W.; O=msmail; P=rjrt; A=rjrx400; C=us 

From: S=Davis; G=Carla; |l=C,.; O=msmail, P=rjrt; A=rjrx400; C=us 

Posted: 12/18/96 20:03 


<. Opened: 12/18/96 16:30 





Subject: FSC-223-A Duty Free Organization 
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